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AB 23 Intro, L.O1 ..., 2,11
Seealso........... 201 4-6
Seealso........... 9.01 .. 5
See also ......... L1101 i 8
State Funding of Trial Courts.........ccccceeevvviviiinnnnnnn. 201 ., 5
Trial Court Financial Stability .............cccceevvvvinnnnnnn.. 201 i 5
Abolishment of Continuously Vacant Positions or Vacant Positions that are Unfunded or
are No Longer Needed Based on Workload.........4.03 ........ccccceeiriiriiiiiiiieeeeeee, 6,7
Accounting PrinCiples............coooooiiiiiiiiiiiiiii e S.01 2-8
Basis of ACCOUNLING ......cvvvuiiiieieiiieeeiiiiee e ee e 501 7
Budgetary ACCOUNLING .......uuvuiiiieeeiieieiiiiiiee e 5.01 ., 7
Financial Reporting ...........cveeiiiieeeiieeeiccieee e 5.0 i 8
Fund ACCOUNTING ...ooiiiiiiieiiii e 5.0 6,7
Generally Accepted Accounting
Principles (GAAP).......ooii S.01 . 2-6
Governmental Accounting Standards
Board (GASB).....coooo it 5.0 ., 3,56
Accounting ReCOrdS .........cuuviiiiieeeeeeieeiiicce e e 201 . 3,8,9
FOr GrantS.......oooouuiiiiii e S5.04 . 8-18
AcCCoUNtiNg SYSIEM......covvviiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeee 2.01 i 6
Accounts Payable .............coeeiiiiieiiii e 8.01..cccoooiiiiirrns 2-4, 6-11, 13-15
Seealso......... 12,01 4
Accounts Receivable...........ccccco (015 RN 7,8
Seealso......... 12,01 4
Administrative Director of the Courts.........ccccccevvvveeene.. 101 e 3,7,8
Approval to Close Bank Accounts........................ 13,01 e 14
Approval to Open Bank Accounts......................... 13.01 i 4-6
Budget Development Responsibilities.................... 401 oo 14
Disposal of Technology Equipment........................ 9.01. i 12, 13
Comprehensive Court Security Plan..................... 0 1 2,3,5,6
Administrative Office of the Courts (AOC).......... Intro, .01 ... 3,4,7,14
Audit RIghts ... 11.01 6-8
Budget Unit..........coooiiiiiiiii s O 7
Chart of ACCOUNLES ....cevviieiiicieeeee e 503, 2,3,6
Chief Financial OffiCer..........ccccovviiiiiiiiiiiiiiiiiiiiiiiinnnns 1,01 o 8
Seealso........... A.02 .o 12
Duties and Responsibilities of .............ccccceeeeeeee L.0L i 11
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FInance DIVISION.........ccovvviiiiiiiee e 101 e 8

Seealso........... 2.02 ., 16

Seealso........... O 1 14

Seealso........... 4,02 10, 11

Bank Account Reconciliation ...............c........ 13.01 i 12

Closing Bank Accounts  ..iieiieeeenn. 13.01 . 14, 15

Opening Bank Accounts  ....cceeeeeeeeee, 13.01 i 4-6

Internal Audit Unit .........cccooeiiiiiiiii e 201, 6,8,9

Seealso........... 6.0 i, 10, 12, 29

Seealso......... 1101 6, 15

Organizationof 101 e 7-9

Submittal of Financial Reports to...........ccccevvvvvnnnnn. 201 . 9-11

Trial Court Financial Services (TCFS) .......ccccce..... 101 9

Seealso........... 2.02 ., 18

AQENCY FUNAS ....ouiiiiiiieieee e 301 i, 9

Seealso........... 5.02 5

Seealso........... 5.03 e 4,5, 8

Alternative Dispute Resolution ............cccooeeevvvviiiiinnnnnn. .02 .., 2

Alternative Policies and Procedures..............cccccvvvunee. 101 e 12

See also............ 2.02 8

Application of the Indirect Cost Rate ..........cccccvvvveeeeenee. 16.02 .oooviiiiiiiiiiiiiiiieee 9,10
Assets

Capitalization Of ............eevviiiiiiiiiiiiieiieieeeeeeeeeeeeee 9.01 . 5-8

Controlled ACCESS t0....uviieiiiiiiiiice e 2.02. i, 6, 9

General Fixed Asset Account Group...................... 5.03 8

Supplies and Equipment for Grant Programs ........ 504 11-13

AUItS oo 1201 s 2-16

AOC Notification of ..........ccceeiiiiiiiiiie e, 1101 e 13

Audit RIghts ... 11.01 6-8

Administrative Office of the Courts ................. 1101 e 6,7

County GOVErNMENt ........vvviiiiieeeiiiieiiiinen 11.01 e 8

Judicial CouncCil..............ccoovviiiiiiiiiiieeeeeeee, 11.01 e 7

State of California........ccocovveeiiiiiiiiiiieceeeenn. 11,01 7,8

Trial Court Management............cccceeeeeeeeeeennnnns 11,01 e 8

AUdit REPOIS .....covvviiiiiiiiiiiiiiiieeieieeeeeeeeeeeeeeeeeeeee 11,01 e 14

AUdit SUPPOIT ....eveeeee e 11.01 e, 13

Bureau of State AUuditS........cccovvveviiiiiiiiieeeceee, 1101, 3,5,8

Catalog of Federal Domestic Assistance.............. 11.01 e, 12
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Corrective ACHION.........uiiieeeeeeeeeeeeeeee e 1101 e,
I 1Y =12 U] o T R 11,01
Generally Accepted Auditing Standards .............. 1101 e, 4,13
Generally Accepted Government
Auditing Standards ...........ccceevviiiiiii e, 11.01 4,11
Petty Cash ......coooi i 804 .. 2-10
Single Audit ACL...........ceiiei e 11.01................ 5,8, 10, 11, 15, 16
Subsequent AUdItS.........cooeeeeiiiiiiiiii s 1101
Trial Court Rights to Audit County ..........cccceeeeeeen... T.02 i 9,10
TYPES Of e 11,01 8-12
Federal Grant .........cooocviiiiiiiiiieeieeeeeeee, 1101 ., 9-12
Financial ..o 1101, 8,9
PerformancCe........cccooevvveiiiiieiieeeeeeee 1101 e 9,10
Authorized Business Meals..........ccccoeeevieeiiiiiiiiiieeieneees B.05 . e, 3,4
Authorized Business Meal Timeframes..........ccccccouun.... 8.05 . e, 8,9

Authorized Business Meal Rates..........ccceeeveeeeee 8050911

Eank ACCOUNTES .o 13.00 e, 2-14

Authority to Establish ..........ccccooooiiii 1301 3,4

Bank of America, as preferred bank..................13.01.......co i

Blank CheCKS ........cuoiiiiiiiiiieeeeeeeeeee e 1301 e
Check ReQISter ........ovviiiiiiiiiiiiieeeeeeeeeeeeeeeeeee 13.01 i
ChecCk StOCK......ccviiiiiiiciie e 1301 e
ClOSING OF v 1301, 14, 15
[D=T 010 1S | 30 (o USSP 13.01 e 6,7
Required Endorsements ON...........cccoeeeeeeeennn. 13.01
Maximizing Interest Earned ..............cccoooeeeeiiennis 13.01 e,
OPENING OF ... 13.01 e 4-6
OVErdraftS ......oiiiviiiie e 1301 e
Reconciliation Of..........cooveviiiiiiii e, 1301, 14, 15
Record Retention.......c..oovvviiiiiiiiiiiii 2,02
See also......... 1301 o
Segregation of DUIES ..........coeevvviiiiiiiieeeeeeeceeeiis 13.01 i 17, 18
Voided CheCKS........uoeiviiieiiiiieeeeeeeeeeee e, 13.01 e
Withdrawals from ..........ccooeviiiiiiiiie e, 1301 e, 8-10
Baseline Budget...........cuuviiiiiiiiiiiiieic e L 3, 18-20
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Basis 0of ACCOUNLING........uuuiiiiieeeiiieeiicie e 5.01 i 7
Seealso........... 5.02 . 2,4-6
Blank ChecCKS ........ccovvviiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeee 13,01 i 8
Blanket Purchase Orders ..........ccccoveeviiiiiiiniee e, 2.02 . 25
Seealso........... 6.0L ..o 25-27
Seealso........... B.02 .. 4
Budgetary Control .............ceeiieiiiiiiieecceee e O 9, 20
FOr GrantS........ooouuiiiii e S.04 ., 6
Budget Change Proposals ..........ccccvvvvvviiiiiiieeeeeeeeniinns 2.02. i, 15, 16
Seealso.........4.01 ..o 3,13
Seealso........... 402 oo 12
Budget Development...........ccooeiieiiiiiiiiiiiiii e 401 19, 20
Baseline Budget..........cccvvveiiiiiiiiiieeeiie e O 3, 18-20
Seealso........... A.02 .o 4,10
Budgetary Control..............veeeiiiiieiieeeee e 401 ..., 20, 21
Budget Change Proposal..........ccccevvviiiiiiiiiinneeeee, 2.02. 15, 16
See also........... 401 .o 3,13
Seealso........... A.02 .o 12
Budget EXeCUtioN...........ccevviiiiiiee e 401 ..., 21, 22
Budget Implementation ..............cccoeevviiiiiiinnneeeeeee, 401 20
Budget Program Structure .........ccccccvvvviiviiiiniinnnnn. 401 ... 18
Judicial Administration Efficiency and
Modernization FunNd............cooevveiiniiiiiiiieeeie, 401, 58,9
Salary and Position Worksheet..............cccovvvnnnnnnn. 401, 19, 20
Sources of Trial Court Funding ............cccccccuunnnnnnns 401 ... 5-9
State Budget Cycle and Timelines..............cc......... 401 .., 9-17
Trial Court ACHVILIES .....ccceveeiviiiiie e O 17
Trial Court Trust Fund..........oooooiiiiiiiiiees 401 oo 5,21
Trial Court Improvement Fund .............ccccevvvvnnnn.. 401, 57
Budgetary ACCOUNLING .......vvuiiieeeeeiiieeiiiiee e 5.0 i, 7
Budget Evaluation ..............coevvviiiiiiiiiiiiiiiiiiiiieeeeeee A0 . 17
Budget EXECULION ...........couviiiieiie e 401 ..., 20, 21
Budget Implementation .............ccoevvviiiiiiiiiiiiiiiiiiiiieene, 401 . 15-17
Budget Monitoring and Reporting............cceceevvvvvvvvnnnnn. 402 2-13
Budget Change Proposal........cccccccvvviiiiiiiiiiiinennnn. 402 12
Budget Monitoring Requirements................ccceeeen. 402, 6,7
Budget Reporting ..o A.02 . 7,8
Quarterly Financial Statements ........................ 402, 7,8
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Report of Revenues.........cccccovvveeevivvveiiiiieneeeen, 402 5,8
Certification and Documentation....................... 4,02, 7,8
Budget ReVISIONS...........ccuvvviiiiiieeciceeeece e, A.02.. e 8
Budget Transfers .......cooovviiiiiiiiie e A.02 .o 10
Transfers between Program Items ................... 402 10, 11
Transfers between Objects of Expenditure....... 402 11,12
Emergency Budget Procedures...........cccceeeeeeeenne. 402 13
Record Retention............ouuiiiiiiiiiiiiiiiiie e 1201 4-6
Budget Planning.........cooovuuviiiiniieeeeeeeeeiee e O 1 17
Budget Program Structure............ceevveiiiieneeeeeeeeiininnnn. 401 .. 18
Seealso........... 5.0 7,8
Budget ReVISIONS .........ccuvviiiiiiiiiiiieeiiie e 402 .o 9
Bureau of State AuditS ..........ccoovveviiiiiiiieeeeeeee, 1101 e 3
Business Meal Reimbursement via a
Travel Expense Claim (TEC) .......ccoovvvvvevviciinieeenn, B.05. i, 6
BUSINESS PractiCes..........uuuiiiiiieiiiiiiiiiiie e 201, 5
Qalifornia Multiple Award Schedule. ............cccovveeee. B.01 .o 4,13
California State Contracts Register............cccceeeeeeennn.. B6.01 .o, 15
Case Management System
Minimum Internal Control Standards for ................ 2.02. i 10, 11
Revenue Collection FUNCtions ..........ccccoeveeeeieeeenns 1001 9,10
Revenue Distribution............ccooooeevviiiiiiiiiiiineeeee, 10.01 . 12, 13
Cash Basis of ACCOUNLING .....cccvvvvriiiiieeeeieeeeiiiiie e 5.02 . 7,10
Cash Handling..........ouviiiiiieiiieeeeieee e 10.02.cciiiiiee 2-21
Acceptable Forms of Payment............cccccooeeee. 10.02.. 5
Armored Car Service.......ccovevvievieiieiinnennn A301 9
Automated System Down Time ..........ccccceeeeeeennn. 10.02.. 13
Beginning Daily Balance............cccccvvvviiiiieieeenn. 10.02. i 5,6
Cash Change Fund.........ccoooooiiiiiiiiiiiiii s 10.02. e 3,14
Cash Control Procedures........ccccccceeeevieeeeeeeeennnnnns 10.01 e 3,9
Cashier's Checks.........cceeiiiiiiiiiiiiiiiieeeeeees 1002 3
CRECKS ...cviiiice e 10.02.ciii e 57
Received from Law FiIrms............cccevvvvvvinnnnnn. 1002 8
Counterfeit CUIMTENCY ......cevveeeeieeeeiiiiiiiee e e e eeeeeenannns 10.02.cciiiiieeeeeee 16-20
Confiscation Of...........cooeviiiiiiiiiie i, 10.02... 17-19
Detection by Bank .............cccccovvviiiiiiiiiinnnnnnnn... 10.02..ciiiiiiieee 19
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Identification Of ... 10.02 .. 17
Minimum Internal Control Standards for........... 2.02. 10, 11
Notification Regarding .........ccccoeeeeevvvvvvvnnnnnnnnn. 10.02.eiiiiieeee e 11
Preparation of Form SSF 1604....................... 10.02.. e 18, 19
Replacement of ..........ccoovvviiiiiiiiie e, 10.02.cciiiieeeeeeee 18, 19
Training Regarding ..........ccoovvviiiiininieiieeeeiiinnns 10.02. . 16
Credit Card Payments...........cccovvvvvviiiieeeeeeeeeeinnns 10.02.cciiiiiee 8-11
Authorization to AcCept........ceevvvieiiiiiiiiiiinnnnn. 10.02.. s 10-12
Imposition of a Convenience Fee. ................... 10.02.iii e 10
Daily Balancing and Closeout...........ccccoooeeeeeeenns 10.02. . 14
Debit Card Payments.........cccoeeeeeevviveiiiiiiiiee e, 10.02.iiiiiieee 8-10
Authorization to AcCept........ceevviieiiiiiiiiiiinnnnn. 10.02...i e 10, 11
Imposition of a Convenience Fee. ................... 10.02. i 10
DEPOSIES. ettt e 1301 7,8,9
Dishonored Payments........cccoooeeeevvvveviiiiiiiee e, 10.02.iiiee e 12
Fidelity Bonded.............coooiiiiiiiii e 1301 e 9
Liability and Crime Coverage Insurance.............. 13.01. 9
Minimum Internal Control Standards for ................ 2.02. 10, 11
MONEY OFAEIS ....oeeeeieeeeiiieee e e e e e e eennns 10.02.cciiiiie e 3,15,16
OVEIAGES ...ttt 1002 14
Payments Made in Person.........cccccccevvviiininnnnnn. 10.02.ccii e 5-14
Payments Received Through the Mail ................. 10.02.ciiiiieeeeeeee 14-16
ProCedures ........ooovuiiiiiieee e 10.02..eei e, 6,7
RECEIPLS ..o 10.02.cciiiiiiiieee 12,13
Rejection of Payments........ccccccvvvvviiiiiiiiiiiiiinenennn, 10.02. i 5
Safekeeping of MONEY ...........ccoovvvviiiiiiiiiieeeeeeeein, 10.02.eiiii e 4
SNOMAGES ...t 10.02.ciiiiiiee e 14
Void TranSactionS ........oooeeeveeiiiiieeeeeeeeee s 10.02. . 13
Cash Statements, Retention of .........ccoovvvvviviiiiiinnnnns 1200 e 4-6
Certificates of INSUraNCE..........cccceeiiiiiiies 7.03 . 10
Chart of ACCOUNTS.......uiiiiiiiiiiieiicie e A.02.ciiiie 11
See also ........... 503 . 2,3,6
Check ReQISTEr.......uuuiiiiiiiiiiiiiiiiiiiiiii e 13.01 e 9
Check StOCK ... 13,01 s 9
Chief Financial Officer (CFO of AOC) .........ccccccuvvuvnnnnns 101 8
See also ........... .02 oo 12
Claim ProCesSing .......ccoooeee e 8.02 . 2-8
Costs Exceeding Normal Rates ...............cccevvvvnnnn. .02 i, 8

Judicial Council of California - Administrative Office of the Courts



Trial Court Financial

Policies and Procedures Index Page: 8 of 29

Topic Policy Page No.
Costs Incurred by Service Providers...................... B.02 . i 8
Documentation of Claims...........cccooeeiiiiiiiiiiiiiies B.02. i, 6
Payment ProCess.........coovviiviiiiiniiiineceeeeie e .02 4-6
Rates Paid ........coiiiiiiiii e .02 i, 7
Receipt of Claims.........coovviiiiiiiieiieeecee e B.02. i 6
Reconciliation of Claims..........cccccveveiiiiieiiiineiiiees B.02. i, 8
Record Retention ........cooovveiiiviiiiieeeeeeeeeeee, 1201 4-6
Similarity to Vendor Invoice Payment Process ...... .02 .. 5,6
Timely Submission of Claims...........cccevvvvvieneeennn. B.02. i 7
Code of Federal Regulations.............ccoovvvveiiiiiiinneeeenn. 5.04 ., 6
Competent Personnel..........ccccevveeiiiiie e 201 7
See also........... 2.02 i, 6,8
(670] 2] 0= 11 1o o [P 6.01..cccceiiiiiiiinns 3, 15, 16, 24-26
Comprehensive Annual Financial Report (CAFR)....... 1.02 3
See also............ 201 11
See also........... 301, 8,9
See also............ 5.0 8
See also............ IO 1 7
Comprehensive Court Security Plan ..............cccc....... I O 2,3,56
Constitution of California...........cccooeeeieeiiieciiiieeeeee, 101, 2,3,56
(O0] 8] 1 7= 11 A 40 2-24
See also........... 6.01. 3, 4, 6-11, 14, 15, 19, 21-26
See also ........... B.02 e, 4,5
BlIeMENtS . ... s e 4 6-14
0 1) 20 6,7
See also............ 4 13, 16, 25
Schedule .....c.oovviiii s e 7.01......... 3,4,7-9, 11, 16-18, 21
See also............ 7.03.......... 3, 4,10, 12, 15, 16, 18
Scope Of WOrK ......ooevviiiiiiiiiees e 7.01......... 6, 8-10, 16, 17, 20, 21
See also............ 4 3,15-17, 20
Terms and ConditionNsS ........cc.. cevevvieeiecieeins 7.01...3,6,8,9,12, 14, 16-18, 20
See also............ 703, 3,4,12, 14, 16

Business-Related Travel
sample contract language................ccooovee el 701 e, 14, 23-25
Contractor INSUranCe ........cccevvveer ceveeeeeeieeieeeannas 20 15
Dispute Resolution.............ccceeeeees covviviiiiiiiiieee e, 400 1 12, 17
EXECULION ...t e 40 18
INndemnification........cococveeiiiiiiiiiiins e, 701, 4,11, 16,17, 21
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Liquidated Damages..........cceeeeeees cevvvvvviiiniineeeaean 40 4,11, 16, 17,21
I\ [=To [0 ] (=14 o] o DO TRURPPTTRRRR 701 15, 16
[N [0) o= T.03 e 9,13, 14
Ownership RIGhtS........ucoiiiiii e, 70113
Risk Evaluation ...........oooivvviiiiiiiies e TOL e, 16-18
WAITANLY ..o s e 701, 5,10,17,21
With Credit Card ISSUEIS........ccoees coveeiiiieeiiieeeiies TOL o, 14
Contract Administration .........ccccceveees cevvvieiicieeeeieeen, T.03 i, 2-27
AMENAdMENTS ... e e TOL oo 3,4,18
See also........... T7.03 e, 5,8,9, 13-17
Bilateral ........cccooiiiiiiiiiiiiies e T.03 e, 4,13, 14
unilateral ........coooviiiiiiiiies e, T7.03 e, 4,5, 14, 19
“Changes” ClauSe.......coooeeeeivvieiiis ceveeeeeeeeeein .03 15
ClaiMS e e e T.03 i, 19-21
(O [0 1= 0 11 | R T.03 e, 25, 26
CoNtracCtor LiStS......ocvviiiiiiiiiiiiiiiit e T.03 i, 6-8
CUrE NOLICE ....vniii et e 40 1 4, 20-21, 23
DISPULES ..t et eeeees 7.03....... 3,6,8,13, 14,17, 18, 20
File INtegrity ...cooeeeeeeeeeecee e e T.03 i 6-10
IS o T.03 6-10
Insurance (Supplier and Contractor)...................... T7.03 10, 11
Lock in the Settlement ...........ccoeet v 703 17
Memorandum of Negotiations...... .....ccccceeveeeeeennne. T.03 i 16, 17
MOIfICAtIONS ......covviiii s e .03 4,13-17
N[0 (o7 T.03 e 9,13, 14
Notice of Default ..........cccoovviiiiiies e T.03 e, 4,5,23
Payment.........oo i e T.03 e 11, 12
Disputed AMOuUNtS ..........coovvvr veveeeeeeeeeein. .03 13
Prompt Payment Discounts..... .....cccccvvveeeeeennnn. T7.03 i 12
Timely manner according to terms of ............... T.03 e 12
PerformanCe .......oooviieiiii et e .03 11, 12
Pre-negotiation Objectives........... cccccceeeiviieeenieennn, T7.03 i 16
Record Retention ........cooevviviiiiiies e, 1201 4-6
=T o1 11T SRR T7.03 i 26, 27
SUSPENSION ... e T7.03 i 24
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Termination ... s 703 5, 13, 14, 20-23
Due to Non-Availability of Funds ...................... T7.03 22,23
FOr CauSe.......iiiiee e e 701 s 12, 22
Seealso........... 703 23
For Convenience ..o i i e 701 e 12, 22
Seealso .......... 703 21, 22
WaArTanties .......coovviiiiiiiiiiiiiiiiiies e T.03 24, 25
Contract Law Enforcement Template ............cccc....... 1401 .., 3,7,20,21
Convenience Fee (for Credit Card Payments) .......... 10.02.ciiciiiee e, 10-12
Court Administration — Program 90 ... .........cccceeeneeenee. 2.02. ., 14
Court-Appointed Counsel........cccceevees vevvvvviiiiiiiieeeeeee, B.02. i 2,6
Court-Appointed Investigator............. voovvveevviviiinennenn. .02 .. 2,6
Court-Appointed Psychiatrist/Psychologist.................. .02 i 2,6
Court Executive OffiCer .........ooovuiiiies o, 101 10, 14
Appointment of Petty Cash Fund Custodian.......... B.04 .. 4
Audit Point of Contact ..........cccevvveiiiiiviiiiiiiineee, 1101 13
Authorization of Individuals to Sign Checks......... 13.01 e 8
Bank Account Withdrawals ............cccccceeviiiiiinnnns 13.01 8-10
Certification of Budget Reports.........cccoeeeeeevvveennnns A.02 ..o 8
Destruction of ReCOrds ...........ccoovvvivvviiiinieeeieeenens 12,01 e 7
Invoice Approval ..., .01 i 7
Invoice Problem Resolution .............cccooeeeiin. BO0L.. 9,10
Maintenance of Court-Owned Software List .......... Q.01 i 7
Requests to Close Bank Accounts....................... 13.01. i 14, 15
Requests to Open Bank Accounts..........cccceeeeee... 13.01 4,5
Responsibilities of ...........ccooeiiiiiiii 1.02. i, 4-6
Court FaCIlItIeS ....ooevveiiiiee e 901 .., 5
Court Fiscal OffiCer.........oiiiii 0 10
List of Employees Authorized to Sign Checks ..... 13,01 e 8,9
Budget RevViSIONS.............cvvieiiiieeeiieeeiee e A.02..ccccie e 9
Reimbursement of Petty Cash Fund...................... 8.04 ..., 6,7
Responsibilities Of ............viiiiiiii 102 5
Court OPEratiONS ... A0 21
See also ........... 9.01 .. 5
Courtroom INterpreter........coovvvvviiiiiiiee e .02 ., 2
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Credit CardsS ......coooeeeeeee 202 19, 20
Seealso........... 6.0 . 29, 31
See also ......... 10.01 e 4,9, 10, 13
Seealso......... 10.02... e 5,8-12,21
See also......... 1301, 12-14
CUIE NOLICE ... e 7.03 e, 4, 20-21, 23
erartment of General Services Charge Card......... 6.01 . i, 30, 31
Seealso........... 202 25

Department of Motor Vehicles
Employer Pull Notice (EPN)........coovviiiiiiiieiieeeees B.03 . 6
Deposit Certificates, Retention of................ccceeveenines 12,01 5,6
Destruction of ReCords............cuuvvvvviiiiiiiiieeeiiiiiienennne, 12.01 i 7,8
AUthOrZatioN ......eeii e 12,01 e 7
Duplicate ReCOrds............cceevieeeeiiieeiiiiiiieeeeeeeeennns 12.01 e 7
Permanently Reproduced Records...................... 1201 7,8
Two Year Retention ..., 12,01 8
Disposable tems.........ooooiiiii s 9.01 .. 6
Dispute ResoIUtioN .............uiiiiiieeiieieeciee e 7.01........... 3,7,9,12,17,18, 21
Seealso........... T.03 18
Emergency Budget Procedures............ccccoeeeeeenneenn. B.02 oo 13
Employee Travel Expense Reimbursement................ B.03 . 2-40
Minimum Internal Control Standards for ................ 2.02. 10, 11
Encumbrances ... 6.02..ccciiiiiiiii 2-5
Blanket Purchase Orders with Releases................ B.02 e 4
(@2 o o1= 1T o [ SUSRSRRR 6.02 e 3-5
Change Orders .........ceiiiieeiiieieicee e B.02 .., 5
Fiscal Year-End .........ccccooiiiiiiiii 6.02..cciiiiiiiiii 5
Obligations Not Encumbered.............ccooevviiiinnnnn. B.02 .. 4,5
One-Time Obligations...........ccccvvvviiiiiii e, 6.02 i 4
ONgoiNg CoNtractS.......coeeeeeieeeiiiiiiiee e B.02 .. 4,5
Purchase Card Transactions .........ccccccevvvveeeeeeeeennn. 6.02. i 3,5
PUIPOSE OF e B.02 ..o, 2
Endorsement Requirements for Bank Deposits ........ 13.01 i 6,7
Equipment Utilization............ccooooeeiiiiiiiiiiiii e Q.01 . 9,10
EXPENAITUIES ....uniieeeeeeee e 5.02.ccciiiiiiiiiiiieee e 2-11
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Recognition Of ... 5.02. i, 6,8,9
Year-End Accrual of...........cccoooiiiiis 5.02 10, 11
Eiduciary FUNAS .o, 301 i, 6
Files and File INtegrity ........cccooeeeeiiiiieiiiciiie e T.03 e 6-10

Finance Division.............................See Administrative Office of the Courts
Finance MemosS........ccoovvvviiiiiii i 22020 7
Financial Management............oooovviiiiiiiiinnee e 201 .., 2-12
Accounting ReCOrds...........uuveiiieieeeeeeeiiiiciee e 201 . 8,9
Accounting SYSeM .......uuvuiiiiiiiiiiieiiiie e 201 6
BUSINESS PracCtiCes.........ccuvvviiiiiiiiiiiiiiiiiiiiiiiiieeeee 201 . 5
Financial Reporting .........couuiiiiiiiiiiiiieiiieee e 201 . 10-12
Independence and Accountability .......................... 2.01 e 4
Internal CoNtrolS...........ooovviiiiiiiiii e 201 . 6-8
Competent Personnel............ccccevvvvvvviiciinneeenn, 201 7
Internal REVIEW.........covviiiiiiiiiiicee e 2.0 . 8,9
Segregation of DUtIES ..........ccovvvviviiiiiiiieeeeeeeenas 201 i 6,7
Standard Operating Procedures...............cc...... 201 7
Transaction Authorization and Documentation. 2.01........cccovevviiiiiiiiieeiieeeens 7,8
Responsibilities ..o 201 i, 4,5
Financial Personnel Requirements ..........cccccccvvvvvveneen. 1.02 . 7
Financial Reporting ...........cceeeiiiii e 201 i, 10-12
Seealso........... 5.0 8
Grant Program ........ccovvviiiiiiiiiici e 5.04 .. 15, 16
Fiscal Management Responsibilities ..........ccccccvvvveeee. 201 e 4-6

Fiscal Services Manager.................... See Administrative Office of the Courts

Fiscal Officer................................See Court Fiscal Officer

Fiscal Year, California State.........ccccccvvvvvvvvviiiiieiienennnn. 401 3-7,14, 20
Fixed Asset Management.............eevveveeveeeeeeeeeeeeeennenne. Q.01 i 2-13
Asset Capitalization Policy...........ccccccvieeiiiiiieninnnnn, Q.01 i 6-8
Disposable Items ... 9.01 . 10-13
Equipment Utilization ...........cccoooeeeiiviiiiiiiiieeeeeeee, 9.01 . 9-13
Fixed Asset Management System ........cccccceeeveeeee. 202 31, 32
See also ........... 9.01 . 2-13
FIX@A ASSELS ..vuiiiii i 901 ., 8
Responsibility for ... Q.01 i 9

Judicial Council of California - Administrative Office of the Courts
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Transfer and Disposal of ...........ccccoeveieiiiiiinnnnnns Q.01 i 10-13
General Fixed Asset Account Group................ue.... 5.03 8
Identification TagS.......ccovvvvrviiiiiee e S 0 1 7,9
INVeNtOory IHEMS ... 9.01 .. 4-6
Transfer and Disposal of ...........ccccoeeveiiiiiiinnnnnns 9.01 i 10-13
Minimum Internal Control Standards for ................ 2.02. 10, 11
Physical InVentory.............ccceeiieie e 9.01 . 4,9,10
SOfWAI....iiii e 901 .. 4,7
Technology Equipment, Disposal of....................... 9.01 . 12, 13
FOIMS e 1.01, 8.03, 10.02
Annual Certification to Use Privately
Owned Vehicles ..........cccoeiiiiiiiiiiiiiii e 8.03 38
Annual Report of Trial Court Bank Accounts........ 1301 15, 24
Cash FOrm ... 804 .., 9
Contract Law Enforcement Template ................. 1401, 3,7,20,21
Contract Review Checklist..........ccccoovvieiiiiiiiiinnnnnnn. 701, 20-22
Exception Request for Lodging form...................... B.03 . 39
Hotel/Motel Transient Occupancy
TaxXx WaIVEr ..., 8.03 i 35

Notification of Opening a Bank Account...............13.01...................c.eetel...6, 23
Notification to Close Bank Account.....................13.01...................18, 19, 25, 26

Request to Open Bank Account, Schedule A........ 1301, 4,5,21, 22
Sample Credit Card Request Memorandum......... 10.02 oo 21
Sample Trial Court Protest Procedures ................. L0 1 33-36
Serranus Account Request Form ..........cccccvvvvnnnn. 101 14
Suggested Change of Petty Cash
Custodian FOrM ........cceiiiiiiiiiiiiiiiieeee e B.04 .. 10
Suggested Petty Cash Receipt..........cceeevvvvvvvvnnnnnn. B.04 ..o, 8
Travel Expense Claim Form and Instructions ....... 8.03 30-34
Fund ACCOUNLING ....ccoeiiiieiiie e 301 i, 2-9
Seealso........... 5.0 i 6
AQENCY FUNAS ......coiiiiiiiiiicee e 301 e, 3,9
Funds and FUNd TYPES .....ceevvviiiiiiiiiiiiieieeeeeeeeeeeeeeee 30T 5,6
Fiduciary FUNAS..........coooviiiiiiieee e, 0 1 3,4,6,7,9
Governmental FuNds.........ccooviiiiiiiiiieeieeee 0L, 4, 6-9
Proprietary FUNS............ccceiiiiiiiiiceeee, 301 e, 4,6
GASB Number of Funds Principle..........ccccevvvvnnnn.. 301, 4,5

Judicial Administrative Efficiency and

Judicial Council of California - Administrative Office of the Courts
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Topic Policy Page No.
Modernization Fund.........cccccccvviviiiiiiiiiiiinnnnnnn. 301 7
Special Revenue Funds...........coeiiiniieeiiiieiiiiin. 301 4,6, 89
Trial Court Improvement Fund ............cccccccceeeeenn. 301 s 7
Trial Court Operations Fund .............ccooeveviiiiinnnnnn. 301, 7
Trial Court Trust Fund..........ooooeeiiii, 301 8
Funds, Loan Of ..o A4.02. .. 13
general Fixed Asset Account Group ........ccceeeeeeeneeee. 5.03 e 8
(CT=T a1 = =T o = 5.03 e 2-8
Seealso......... 12,01 4
Trial Court Operations Fund ...........ccccevvvvvciinneeenn. 5.03 e 5,8
Trial Court Special Revenue Fund...........ccccccce... 5.03 8
Trial Court Agency Fund..........ccccoeeeeiiievevceeiiin. 5.03 e 4,5,8
General Requirements for Court Payment

of Business Meal EXPenses........ccccevvveeeeveevevvnnnnnnn. B.05 . i 5
Generally Accepted Accounting Principles (GAAP) ... 1.02........coovviiiiiiiiiieeeeeeeeeiiies 3,6
Seealso............ 501 . 2-6
Financial Reporting ........cccuuviiiiiiiiiiiiiiiiieee e 201 . 10-12
Financial TransactionS.........cccccevvvvvvviiviiiiiiee e, 201 6-9
Generally Accepted Auditing Standards.................... 11.01 ., 12,13
Generally Accepted Government Auditing Standards11.01............ccccceeeeeeennne. 11, 12, 13
Gifts of Personal Property............ccooeviiiiiiiinnenn.n. 16.01 .o, 2-16
Accepting GiftS.......oo vt 16.01. ..o 5,6
Administrative Director of the Courts Delegation...16.01 ................ccoooeiiini e, 11
Criteria to be Considered Prior to Gift Acceptancel6.01...............cceveivvveennnee....6
Designation of Gifts of Personal Property............16.01...........c.cociiiiiiii i, 8

Factors Developed by the State Department of Finance under Government
Code Section 11005.1..........cocoooiiieiiniei, 16.01 ., 6, 12, 13
Gift Monitoring and Reporting.............coveeeee 16010 9,10
How Gifts Aretobe Used..........c.coovviiiiiee el 1600 7
Processing GiftS.......cccoovvii i, 1601 8,9

Sample Written Acknowledgement

for Financial Gifts..................co e vivee 160201014416
Sample Written Acknowledgement

for Non-Financial Gifts.................coevveeenn, 1601 el 15, 16
Unacceptable Gifts...........cccoiiiiiiii e, 1601 7

Judicial Council of California - Administrative Office of the Courts
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Governmental Accounting Standards Board (GASB).. 1.02.........cccoviiiiiieeeeeeeeeeiinn 5
Seealso........... 201 . 6, 10-12
See also .......... 501 . 5,6
Concepts Statement 1 .......oooevviiiiiiiniiiieeeeeees 201 ., 10, 11
Number of Funds Principle .........cccooiiiiiiiiiiiiiees 30L 5
Revenue Recognition...........ccceeeeeevevveeiiiiiiieeeeeee, 5.02 i 7
Governmental FuNds...........oooviiiiiine e 301 6,7
Seealso........... 501 6
Seealso........... 5.02 4,5
Grant Accounting and Administration.......................... 504 2-18
Accounting ReCOrds.........ccuuvviiinieiieiieiiiiceee e S5.04 . 8,9
Allowable COStS ..o, 504 . 9
Avallability of FUNAS ...........ccoiiiiiiiiiceeee, S.04 11
BUAQELS....coeiiiiei e 5.04 .., 6-8
Establishment of ..., S.04 ., 6
Control Of .....ovvvveiiiiiiiiiiii 504 . 6
Budget and Program Changes...........ccccceeeeennn. S5.04 . 7,8
(@4 [0 17=To 11 | S5 504 .. 18
Code of Federal Regulations ............cccevvevviiinnnnnn. 5.0 ., 6, 16
Common Weaknesses in Grant Compliance ......... S5.04 .. 5
Direct and Indirect COStS........cooevviiiiiiiiiii, 504 9,10
Enforcement .........ooiveiiiiii e B.O4.. 17, 18
Fund Identification..........ccccccvvvviiiiiiiiiiiiiiiiiieieeeeee 504 .. 8
Inattention to Compliance Requirements............... S5.04 .. 4,5
Income from Grant-Funded Programs................... 5.0 .., 11
Internal Control ..........cooovvviiiiiiii e 5.04 ., 8
Measures for Improving Grant Compliance ........... 5.0d .. 5
Minimum Internal Control Standards for ................ 2.02 i 10, 11
Procurement ..o S.04 . 13
Record Retention.............uceeiiieieiieeeeiiiiee e 1201 4-6
(=T 010 11 Vo SR 504, 13-17
FinancCial .........oovviiiiieee e .04 15, 16
Forms for Federal Grant Financial Reports ...... 504 16, 17
Federal Cash Transaction Report................ 504 . 16
Financial Status Report..............ccceevvvvvvnnnnn. 5.04 ., 16
Request for Advance or Reimbursement ....5.04 ..........ccccoi, 17
Performance ..o 504 ., 14, 15

Judicial Council of California - Administrative Office of the Courts
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Topic Policy Page No.
ReqUIremMEeNts .......cccoeeviiiiiiiieie e 504 6, 8-13
Supplies and Equipment from Grant Programs ..... 504 11-13
Termination ..........ceeeiieeee e 504 17,18
Group Business Meals ...........c.uuceiiiiiiiiiiiiiiiiiee e 8.05 6,7
lncome (from Grant-Funded Programs) ..................... 504, 11
INdemNifiCation ...........ccoovvviiiiiiie e 701, 4,11, 16,17,21
Indirect Rate Cost Proposal (RCP) ........c.cccevvvieinnnns 16.02.. . 2-28
Allowable and Unallowable Costs for Consideration in the
Development of an ICRP ..........cccooviiiiiiiinnnn. 16.02..ii e, 23-25
Certificate of Indirect COStS..........ccuvvciiiieieeennnnnnns 16.02. i 22
Comparison of Budget to Actual Costs................. 16.02 e 19
Documentation Requirements .........cccceeveeeeeveennns 16.02. i, 10

Federal Allowability Determination of Selected Items

16.02.......c.ciiiiinn 26, 27

ICRP Calculation Form..........c.ooovoiiiiiiiiiiinnnen. 16.02... e, 18
Implementation .............cccevvvveiiiiiie e 16.02. e 12
Indirect Costs Rate Checklist Form...................16.02.............c.ceiiiinnnnn 14
Record Retention.............cceiiiiiieiieeeeiicee e 16.02. e 12
Responsibilities..........cooovviiiiie e 16.02..ccciiiiieieeeeee 10, 11
Sample Budget Report..........ccooeeinnniiiiinnns 16.02. .o 16, 17
Sample Comparison of Budget to Actual Costs... 16.02........ccccoeeeeeiiiiiiiiiiiiiieeeeee, 20
Sample ICRP Calculation Form ..............ccccvvveeee 16.02.coiiii e 15
Sample ICRP Calculation Form

(with carry-forward adjustment) .............c........ 16.02 e 21
Trial Court ICRP Preparation Timeline............... 16.02. i 28
INSUFANCE ...t T0L . 15
See also ........... 7.03 10, 11
Internal CoNtrolS.........ooovveiiiiiiiiie e 2.02. 2-32
See also ........... 201 3, 6-8
Benefits of an Effective System of ......................... 2.02. 4-6
Competent Personnel ............cccvvveeiieeeeeeeeeeiinnnnnn, 2.01 . 7
See also........... 2.02 i, 6,8
Controlled ACCesS t0 ASSELS ........uvvvvvvvriiiiiiiiiniinnnns 202 6,9
GIraNtS ..o 5.04 ., 8
Internal REVIEW ........coooiiiiiiii, 201 . 8

Judicial Council of California - Administrative Office of the Courts
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Topic Policy Page No.
Seealso........... 2.02 i 10
Key Elements of an Effective System of ................ 2.02 e, 6
Minimum Standards for.........cceeevviiiiiiiciiiee e, 2.02. i, 10-32
Accounts Payable..........ccccvuiiiiiniiiin 2.02. 26, 27
Accounting Records ............cceeeiiiieeeveeeiiiinn. 2.02. i, 29, 30
Bank ACCOUNES.......coooiiiiiiiiiiiiiiie e 202, 16-18
210 T [0 = 2.02. i 14-16
Case Management System ..........ccccceeeeeeevnnnnnnn. 2.02. 22,23
Cash TransactionsS.........ccccevveeeeeeeeveiiiciieee e, 2.02. i, 18-21
COUI ASSELS ... 202, 31, 32
Grant ACCOUNEING .....ccuvvveiiiieeeeeeeeeeiiieee e e eeeeee 2.02. i 26
Judge and Employee Travel Expenses............ 202 i 28, 29
Organizational Structure..........ccccccceeeeeieeeeeeennns 2.02. i 11
Payments Received through the Mail ............... 2.02. 21, 22
PUrchasing ........ccceeveeee e 2.02. i 23-25
Segregation of DULIES ..........coovvviiiiiiiiiiieeeeeeeeeas 202 6,7
Policies and Procedures ...........cccvvvvvvvviinieeeeeeeeennns 2.02. i 7,8
Proper Authorization and Documentation .............. 202 9,10
PUIPOSE OF e 2.02 4
Segregation of DULIES .........ccoevviiviiiiiieeeeeeeeeeiiiinn 201, 6,7
Seealso........... 2.02. i, 11-13
Standard Operating Procedures ............ccccevvvvvnnnnn. 201 i 7
SUPEIVISION ... 2.02 i 9
Transaction Authorization and Documentation ...... 201 i, 7,8
INTEIEST ... e 1301 13
INternal REVIEW ........ccccoiiiiiiiiiie e, 201 i, 8
Internal Revenue Service Form 1099 MISC................ .01 . 5
Invitation for Bid ............ooovviiiiiiiiee e 6.01. e, 3,5,6,16
INVENTOrY HEMS ... Q.01 4, 6,7
Inventory Records, Retention of.............ccccceeeeeeee, 12.01 e 5
Investment in Fixed Assets ACCOUNtS...........ccevvvveennnns 5.03 8

170 o = See Vendor Invoice Processing
iudge’s Travel Expense Reimbursement.................. B.03 . 2-40
Seealso........... 2.02. i, 28, 29

Judicial Administration Efficiency and

Modernization Fund ............ccccooeeeeiiiiiiiiiiiiiieeee O 1 10

Judicial Council of California - Administrative Office of the Courts
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Seealso........... 301 8
Seealso........... 401 58,9
Judicial Council of California ...........ccccevvviiiiiiiiiiieennns 101 2-13
Approval to Accept Credit or Debit
Card PaymentS........cooovviiiiiiiinie e 10.02... 8,10, 11
Approval to Close Bank Accounts........................ 13.01 e 14
Approval to Open Bank Accounts.............cccceee..... 13.01 4-6
Approval of Travel Expense
Reimbursement PoliCY........cccoeviiiiiiiiiiiin, 8.03 ., 4
AUhOTity Of .o, 101, 5-7,9,12
Budget Transfer Approval..........ccccevviiiiiiiiniiiieennns A.02 .o 10
Deposits to Trial Court Operations Fund.............. 13.01 e 6,7
Duties and Responsibilities of ...........ccccoevvieiiiinninn. 101, 5,6
Organization of ..........cccceeiiiiiiiiie e, 101 e 5
Standards of Judicial Administration...................... 101 e 7
Law Enforcement Security Plan...........ccccccceeeeeeene. 1401, 2,3,5,6,10
Legal Counsel-available from AOC’'s OGC...............7.01............co i iennnnn.. 16
Legal Services CONtracts .........cceevvvveeviveieiiiiiiiieeeeeeeen, 6.0 i 24
Levels of AUthOrity...........ceeiiiiciiic e, 1.02. i, 7
Liquidated Damages .........ceeveeeeerieeeiiiiiiineeeeeeeeeeeiinnennns TO0L.iiiiinnnn, 4, 11, 16, 17, 21
LOANS. ... 002 11
Lockyer-Isenberg Trial Court Funding Act of 1997...... Intro, 1.01................... see AB 233
Maintenance of Effort Payments ............cccccuvvvnnnnnnns 401 .. 6
Managers, Responsibilities of .............cccceeiiiiiiiiiiiininns 102 4
Manager of Fiscal Services.........ccccccvviviiiiiieeeneennnnn, see AOC Manager of Fiscal Services
Master Agree€mMeENtS........ooouuiiiiiiiiii e B.01 e 27,28
See also............. 2.02 i 25
Measurement of RESOUICES .........ccceuvvvviiiieeeeiieeeiiiinns 5.02 4,5
Memorandum of Understanding.............cccceevvvevvvvnnnnnn. .02 i, 2-19
Seealso........... A0L . 6
County-Provided Services ........... coceeeeveeeeeveeeennnnnns 400 8
Comprehensive vs. Separate Agreements....... .02 s 11

County Loans for Temporary Cash

Judicial Council of California - Administrative Office of the Courts
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Topic Policy Page No
Flow Shortages ........cccccvvv veeeiviiieveeeeiin, T7.02 i 11

Key Elements .........ooooiiiiins e T.02 ., 9,10
ReqUIreMEeNtS ........ccovviiiiiiiiies ceeeeeeeeiiee e T.02 i 9

Trial Court Audit Rights .......... i T.02 i 9,10
COUIM SECUNLY ..coeeeeeeeeiiiiee e eeeeees tieee e e e e e eeeeeanns 1401, 4,11,12,14
Elements. ..o e, T.02 i, 4,9

(O 1] SRR 702 4-6, 8-10
Schedule ... T.02. i, 3-5,7
Scope Of WOrK.....couvviiiiiiiieiies i ee e, T.02 e 3-9
Terms and Conditions ..........c. eiiieeeeeieeeeeiinns T.02. i, 3-5,7
=T o U {0 IR T7.02 i 7,8
NEGOALION......uueiiei e T.02 . 6,7

Office of Management and Budget A-87 Cost

Allocation Plan..........cccooiiviiiiiiiiiee, T.02 e 9

Risk Evaluation ............ccoouviiiiiiii e .02 i, 7,17
Rule of Court 6.705.........uueiiiiiiiiiiiiiiiii e T.02 ., 8
Rule of Court 810.......cccvviviiiiiiiieeeeeeeecee e 702 i, 4,9,11-19
Method and Basis for Developing the ICRP .............. 16.02 .. 4-6
MiCro PUrChases ...........cevvuviiiieee e 2.02. i 23
Seealso........... 6.0 ..o 6,12, 13

Modified Accrual Basis of Accounting ...................ee.... 501 7
Seealso........... 502 i, 2,4,6,7,10

Monthly Cash Settlement Report .........cccccvvvvvvvveeennnen. 201, 11
See also......... 1001, 13, 14

National Center for the State Courts Commission on

Trial Court Performance Standards ....................... 2.01 e, 4
Negotiation of

CONrACT ..uit i T.0L i, 15, 16

1Y L TR .02 e, 2-19
Notice of Default..........ccooooveiiiiiiiiiiee e T.03 e, 4,5,23

foice of Management and Budget OMB Circular A-87, Cost Principles for State,
Local, and Indian Tribal Governments .................... 5.04 oo 9

Judicial Council of California - Administrative Office of the Courts
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Seealso........... T.02 i 9
Office of Management and Budget Circular A-133....11.01......ccooviiiiiiiiiniieieiieeeenns 11,12
OVerdrafts .....coovvveeiiiie e 13.01 e 13
anment Authorization............cccceeeeei i, S 0 1 7
Payments Made in Person ........cccccccceeeeieeeeeeeeeeviinnnnn, 10.02.eiei e 9
Payments Received Through the Mail....................... 10.02. . 15
Personal Vehicle Mileage...........cccceveeviviiiiiiee e, .03 i 9, 23, 24
Petty Cash........cooii i B.04 ..o 2-10
AUt OF ... B.04 .. 7
Disbursement Of ..........cooeuiiiiiiiiii e 804 .. 10
ReCEIPL fOr vovvviiiei e B.04 .. 8
Establishment of Petty Cash Fund......................... 804 .., 4
Suggested Petty Cash Receipt..........ccccvvvvvvvvnnnnnnn. .04 ... 8
Maximum Amount of Fund ...........cccccceeein. 804 .. 5
Maximum Purchase With...........cccccevviiiiiiiieeeeeeenn, B.04 .., 5
Minimum Internal Control Standards for ................ 2.02. i, 10, 11
Petty Cash Fund Custodian ...........ccccccveeeeeeeeenn, B.04 .., 4
Suggested Change of Petty Cash
Custodian FOrmM .......cccoees vovviviiiiiiiiiiee e e B.04 ..o 10
Reimbursement of...........ccooiiiiiiiiiii 8.04.. ., 6-9
Court Fiscal Officer Approval of ..........cccceee.... B804 6,7,10
Suggested Reimbursement of Petty
Cash FOrm......coooviiiccie e, B.04 .. 9
Restrictions on the Use oOf ...........coooviiiiiiiiiiiinens 8.04.. ., 5,6
Physical INVeNtory .............eeiiiiiieieieecciee e Q.01 i, 9,10
Policies and Procedures............oooovveviiiiiiiinee e 202, 7,8
COMPrenenSIVe..........covuviiiiie e 2.02. i 7,8
AREINALIVE ... 2.02. i, 8,14, 24
Undocumented...........ooovviviiiiiiiee e 2.02. i, 8,14
Position Management...........ccccoevvveiiinienieeeeen 2030 2-11
Preparing an ICRP ...........ciiiiiiiiiieeeeeee e 16.02. e 6-9
Preservation of Records...........ccoevvvvviiiiiiieiieeeiiiiinnnn, 1201 ., 10
Presiding JUdge ......ccoovvveiiiiiiie e 101 10
Budget Change Proposals.........cccccvvviiiiieneiiieeeenns A.02. i, 12
Budget Implementation................cccceevuvviiieeeeenn... 401 9, 20

Judicial Council of California - Administrative Office of the Courts
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Budget ReVISIONS...........ccvvviiiiiieeeiceeeeeee e, A.02 .. 9
Budget Transfers ..o A.02 .o 10
Certification of Budget Reports.........cccoeeeeeevvveennens A.02 ..o 8
Requests to Close Bank Accounts....................... 13.01 . 14, 15
Requests to Open Bank Accounts...............ccceeeee. 2.02. i, 17,18
Seealso......... 1301 ., 4,5
Responsibilities Of ..........covviiiiiiii e, 1.02 ., 4
Responsibility for Fixed Assets and Equipment..... 9.01 ... 9
Travel Request Approval ........cccooeeeevvvieeiiiiinnieeeenn. .03 . i 4,5
ProCurement..... ... B.0L.. i, 2-36
AdMINISTrAtiON ......uieieecceeeeecce e 6.01 .o, 23,24
Approval Thresholds...........ccooooiiiiiiiiiiiiii e, B.01 . 10
Blanket Purchase Orders..........cccceevveevvviviiiieeeeeee, 2.02. i 25
Seealso........... 6.0L ., 25, 26
California Multiple Award Schedule ....................... B6.01 . 4,13
Circumvention of Procurement Requirements ....... B.01 . 21
(@] 401 o 1=3 111 0] o FS USRS 6.01..cccceiiiiiinnnns 3, 15, 16, 24-26
CONMraCt ....eieei e 6.01..3, 4, 6-11, 14, 15, 19, 21-26
Seealso........... B.02. i 4,5
Department of General Services Charge Card ...... 6.0 .. 30, 31
Seealso........... 2.02. 25
Documentation...........ccoovvvviiiiiiee e 6.01....... 11, 13, 21-27, 29, 30, 34
FIle oo 6.01........... 11, 15, 19, 23, 24, 33
Grant Program ..o 504 13
Invitation for Bid .........covveiiiii e, 6.01 ., 3,5,6,16
MethodS ........ovviiiiiiiiirecce e B.01 .o 12
Competitive Procurements ..............cceeeeeeeeeeenee. B.0L .. 15, 16
Micro Purchases ($500 - $2,500) ..........cccce..... B.01 e 12-14
Purchases of Less than $500 ...............cccuveneee. 6.0L ..o, 13
Small Purchases ($2,501 - $10,000) ................ B6.01 . 14-15
SOIE SOUICE .. .cveiieiieieeee e B.0L..cceiieiiie 7,24, 25
Micro PUrchases.........ccccccceeeieiieeeeeieeicee e 2.02. i 23
Seealso........... B.0L .., 12-14
Minimum Internal Control Standards for ................ 2.02. i 10, 11
Payment.........oo e B.0L .. 13, 22
PrOCESS .. i 6.01............. 4,6, 8, 14, 15, 18-36
Protest Procedures ............cceeiiieeeiiveveiiiiiiee e 6.0L .., 19-21
Based Upon Award............cccoeeeeeeeieiieiiiiiieeeen, 6.0 oo, 20
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Based Upon Specifications or Improprieties..... 6.01.........cccceevvvvviiiieeeeeeeeeeninnns 20
Protest Guidelines ..........coouviiiiniiiiiiriein, B.0L .., 19-20
Protest Remedies.........cccevvviiieiiee e 6.0 i 20, 21, 36
Sample Trial Court Protest Procedures............ B.01 . 33-36
Publicizing Competitive Procurements................... 0 1 15
Purchase Cards .........coooviiiiiiiiii e B.0L . 28-30
Purchase Order..........coovvvviiiiiiiiie e, 6.01.......... 3-8, 11, 13-19, 22-26
See also........... 6.02.. i, 2-5
Purchase Requisition See 6.01. ...........3, 7, 8, 10, 11, 14, 22, 23, 28-30
Receipt of Goods and Services.........cccceevveeeeeieennns B.01 e 21
Request for Proposal (RFP)........cccovvvvviiiiiiiieneeee, 6.01 . 6, 16, 20
Request for Quote (RFQ)......ccooveieiiiiiiiiiiiiiieeeeeeee B.01 . 7,16
Sealed Bid .........uuuiiiiiiiiiiiiiii 6.01....coiiiii 7,18, 19, 23
Small Purchases...........ccccooiiiiiiiii i 2.02. 23
Seealso........... 6.01 ., 7,12, 14
SOl€ SOUICE ...covviieeiie e 2.02. i 24
Seealso........... 6.01 ., 7,24, 25
SONCIALION ...vviiiiiiiii e 6.01.4-8,13,16-18,21,23,24,33-36
Standards of Conduct .............coviiiiiiieiiiee 0 1 SRR 9,10
Three-Point-MatCh ..........ccooooiiiiiiiiiii e B.0L ., 22
Program, Element, Component, Task (PECT) ............ 401, 18, 20
Seealso........... 402, 4,6,7,10,11
See also........... AppendiX................... 2,3,22-32
Proprietary FUNAS.........ccoooiiiiiiiiiiiis v 301 4,6,7
Protest ProCcedures........ccoouoviiiiiviiiis e, B.01 .. 19, 20
Based Upon Award...........cccceeeeees cevvvvviiiiiiieeeeeee, 6.0 .o, 20
Based Upon Specifications or Improprieties .......... B.0L .. 20
Protest GUIdelings...........cccceeeiiiiees vevviiiiiiie e, 6.0 .cccciiiiiieiiiiiii, 19, 20, 33-36
Protest Remedies ........ccoeevveiiiiir e, B.0L..cceieiie, 20, 21, 36
Publicizing Competitive Procurements........................ L0 1 15
Purchase Cards .........oooiviieiiii e B.01 .. 28, 29
Purchase Order 6.01........... 3,4,6-8, 11, 13-15, 19, 22, 23, 25, 26
Seealso........... B6.02. e 2-5
Purchase Order LOg..........ceeiieeieeiiies i L0 1 11
Purchase RequISItion .............covvviiiier veviieiiiiiiiiiiiiiiee, B.01 .. 13
See also......... 12.01 e 6
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Quarterly Financial Statement (QFS) .............ccccee. 1.02. i 4,6
See also............ 201 11

See also........... 2.02 15, 16

See also............ B0L 8

See also........... B.02 ., 3-12

See also............ 5.0 8

See also............ T O 1 7

See also.......... 1001 13

Beceipts .................................................................. 10.02..ccciviiiiiienn, 12-13, 15, 16
See also......... 1201, 4,6

Reconciliation of Bank AccountsS.........cccccvevvvvvnieennnnn. 1301 12
Record Retention ........cccuviviiiiiiicieeeee e 1201, 2-10
Accounts Payable .........cccccccceeeiiii e, 12,01 e 4
Accounts Payable ..........ccoveiiiiiiiii 1201 . 4

F Y Lo [0 =T 0 Lo £ 12,01 e 7
Bank Account Records ..........ccooeeevieeiiiiiieiieeeennn. 1301, 15
See also.......... 1201 e 6

BUAQELS...cooiiiiiei e 1201 4
Cash Statements ........ccooeevveeiiiiieiiieeeeeeee e, 12.01 e 4

(O F=] 1 £ 1201 e, 4,5
CONITACES .o 12,01 . 6
Deposit Certificates.........ccceeeeiieeeiiiiiiiiiieice e, 12.01 e 5
Destruction of Records ..........cooevvevieevivieeiivieeennnn. 12,01 e 7
Duplicate Records...........cccceeieieeiiiiiiiiiiiieee e, 12.01 e 7
FIlING oo 12,01 8-10
Financial ReportS........ccccccccieiiii e 12.01 e 7
General GUIdElINES ........vveviiieii e 12,01 e 3
General Ledger.......cceeeiiiieiiiieiiieie e, 12.01 e 4
Grant RECOIAS .....vuieiiiieiiee e 1201 ., 6
INAEXING ..o 12,01 e 8
Inventory Records..........coooooviiiiii 12,01 5
JOUMNAIS ... 1201 e 4
Minimum Internal Control Standards for ................ 2.02 10, 11
Permanently Reproduced Records...................... 12.01 i 7
Purchase RequISItioNS ...........cccovvviviiiiiiiiiiiiiinnnnn. 12,01 6
Quarterly Financial Statements.................c.ccouuee. 12.01 i 7
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ot =T o) £ SRR 12.01 i 4,6
Two Year Retention ......ccocvvvviiiiiiiiiiieceeceeees 1201, 8
Vendor Invoice RECOIdS........ccuvvveiviiiiiiiiieiiieeeiies B.0L i 15
WaAITANTS ..o 1201, 4,5
Report of REVENUES ........ueeiiiieeiiieeeee e 402 3,5,8
Reporting Abolished, New, and Reclassified Positions
TOthe AOC.......ciiiiiiiiiiiii e dA03 7,8
Requests for Exceptions to Business
Meal Expense Guidelines ...........ccccvvvvviiiiieeeeeee, B.05 i 11
Responsibilities and Authority ...........ccceevveiiiiiiiiiiiinnnnn. 102, 2-7
Court Executive OffiCer.........coovivieiiiiiiiiiiiiieecieeees 102, 4-6
Financial Personnel Requirements ........................ 1.02 7
Fiscal OffiCer.....oiiiiiiiiiiice e 102 e 5
Levels of AUthOIItY ........couveiiiiiiii e 102 7
MaBNAGEIS ... iiiieiiie e 1.02. 2-4,6,7
Presiding Judge .........ooovviiiiiiiiiiieeeeeee e 102 4
Staff 1.02 . 6,7
SUPEIVISOIS ...t 102 2-4,6,7
Revenue Collection FUNAS ........cccoeeviviiiiiiieecieceeis 502 e 5
REVENUES ...t 502, 2-13
Basis 0of ACCOUNLING .....covvvviiiiieeeeeieeeeiie e 502 i, 5,6
Collection and Distribution ..........ccccceevvveiivnieeennne.. 1001, 2-13
Accounts Receivable.........ccccoeeviiviiiiiieeeennn. 0 6-8
Case Management System .........cccooeevviveeennnn. 1001, 6,7,11,12
Cash Control Procedures ........c.ccoeevvueeivneennnnns 1001, 3,8
(70| [Tt 1101 1 [ 1001 e, 8,9
Credit Card Payments..........cccccvvvveeveeennnn. 10.01 e 9
Daily Balancing and Closeout......................... 10.01 e 10
Daily Reporting ........cccoovvviiiiiiiiiiiiie 10.01 e 11
D= 0101 | £ 1001 e, 10
DIStribULION....ceeiece e 1001, 11, 12
Measurement of RESOUrCes ..........ccoeevvvvevvnnnnnn. 502 i, 4-6
Monthly Cash Settlement Report.................... 10.01 .o 12,13
State Controller's Office.........cooeevvvieiiivieeinnnen. 1001 .ceiiiiie e 5,11
Trial Court Collection ActivitieS..........ccceuuveee... 1001 ..o, 5,6
Trial Court Revenue Distribution Manual........ L0 2 R 5
Recognition Of ... 502 i, 2,6,7
Year-End Accrual Of ........oooiiviiiiiiiiiieeeeen, 5.02 10
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Revolving Fund and Jury Disbursement
Balances iN CARS ..., 1301.......ciiiiiiiienn 16, 17
Rule of Court 6.603 ..........cceiiiieieiiiieiiiee e 1.02. i 4
Rule of Court 6.610 .........uuciiiiiiiiiiiiiiiiie e 102 4
Rule of Court 6.650 ..........cceiiiieiiiiieeiiicee e 1.02. i 5
Rule of Court 6.705 ..o T.02. i, 8
Rule of Court 6.707 .........oveeiieeeeeeeeeecie e INtro, 2.01 ..o, 2
Rule of Court 6.709 ........uuuiiiiiiiiiiiieiii e 2.02. 32
Seealso........... 9.01 . 11, 12
Rule of Court 805 ......ccooviiiiiiiiieeiiiiiit e, 1002 5
Rule of Court 810 ......ccvvvueiiiiei e 2.01 i 6
Seealso........... 401 .. 21
Seealso........... 5.0 i, 4,6,7
Seealso........... T7.02. i, 4,9, 11-19
See also......... 10.01 e 7
RUIES Of COUN ..o 101, 5-7,11, 13
§alary and Position Worksheet - Schedule 7A ......... O 19
Sample Change in Position Authorization Form.........4.03.........ccoiiiiii i 11
Sample Position ROSter.........ccoooviviiii e, 403 ., 10
Sample Quarterly Report of Changes
of Authorized Positions (QCAP).............cccevnee. 403, 9
Schedule 1-Baseline Budget...........cccccuuummimiiniinnnnninnnns O 19
Seealso........... 402 4,10
Schedule 7A - Salary and Position Worksheet............ 401 .o 19
Y=o U 11 Y I O 2-37
Allowable CoStS Of ....covviiiiiii e 1401, 3,4,7-10
Comprehensive Court Security Plan..................... I O 2,3,5,6
Contract Law Enforcement Template................... 1401, 3,7,20,21
Impact on Rule of Court 810 ...........cccovvvvvvvinnnnnnnn. 1401 e, 4,6
Interim Alternatives — Provision of Services......... 1401 . 12, 28
Judicial Council Role............cccceiiiiiiiiiiciee e, 14.01...cciieeeee, 5,6,11,12, 14
Law Enforcement Security Plan..........cccccceeveeee. 1401 6
Level of Security SErviCes.........cccccvvvvvviiiieeeeennne. I O 12, 13
Minimum Internal Control Standards for ................ 2.02 i 10, 11
Memorandum of Understanding Regarding......... 1401, 12,13
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State Appropriations Limit (SAL)..........c.cceveen.e. 1401 4
Superior Court Law Enforcement Act of 2002...... 1401, 3,6,7,10
Unallowable COostS Of .......cccovvviiieiiiiiiieceiieeeee 1401 .. 10
Segregation of DULIES........coovviiiiiiiiiie e 201, 6,7
Bank ACCOUNTS ........ccccevviiiieeiiiiie e 13.01 ., 3-5
Minimum Internal Control Standards for ................ 2.02. i, 10, 11
SEITANUS ..ot e e e e e 101, 8,9 13,14
Single Audit ACt..........iiiiieiie e 1101, 5, 8,11, 15, 16
Small Purchases ($2,501 - $10,000) ........c.cccvveeerrunnnn. B.01 ..o, 14, 15
SORWAIE ... 9.01...ii 4,7
Sole Source Procurements ........ccooeevvveeeeeievviieeeeeennnnnn. 2.02 . 24
See also........... 6.0 .. 24

Special Revenue FUNdS ...........cceeiiiiiiiiieieiiiee e, G0 1 56,8,9
See also........... 5.02 5

See also........... 5.03 e 5,8

See also........... 5.04 . 8

Standard Operating Procedures...........ccccvvvvvvviiiieeeennn. 2.01 i 7
State Appropriations Limit (SAL).......c.c.ovviiiviiinnn. 4010 3-5, 9-12, 14-17
See also.......... 14010 4

State Budget ACt.......cooiii i 4.02 oo 5
State Budget Cycle and Timelines ...........ccccccccinnnnnnns 401 oo 9-17
State Controller .........oeeeiiiiiiiiieeeeeeeee e 101 e 6
See also.......... 1001 5,11

See also.......... 11.01. e, 7,8

State General Fund...........ccoooveeiiiiiiie e, 401, 6,9
State of California Smog Check Program.................. B.03. 21
Superior Court Law Enforcement Act of 2002........... 1401, 3,6,7,10
SUPEIVISION ..o 2.02 e, 9
Supervisors (Responsibilities of) .........cccooeeiiiiiiiiiiinnns 1.02. i 2-4,6,7
Iechnology Equipment, Disposal of ............cccevunee. 9.01 .o, 12, 13
Three-Point-MatCh..........cccoooiviiiiiieiies v, B.01 ..o, 22
See also........... B.0L. 8

Transaction Documentation and Authorization............ 201 ., 7,8
Travel Expense Reimbursement....... ....ccccccceeeiineeenee. 8.03 . 24, 25, 29
Allowable EXPENSES.........ccuuvveiiies veviieiiiiiiiieeeeeene 8.03. . 25-27
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Airfare ... 8.03 i 26
Expense Restrictions.........cccee voveeeviiveeiiiiiinnn. 8.03 . 28, 29
Expenses of other Judges / Employees ........... B.03 . 27
Incidentals ..........ooiiiiiiiiiiii 8.03 . 22
oo [o ][ 1o PP 8.03.. i 10-13, 22, 23, 39
MEAIS....ciiiiiiiiiiee e 8.03...4, 14, 22, 26-28, 31, 32, 36
MilEaJE ....ciiiiiiiiiiiiiiiiiiiiiiiiet 8.03........ 9, 23, 24, 26, 32, 34, 37
Personal ServiCes.........ccccv voveeiiiiviiiiinn B.03 . 27
Surface Transportation ........... ....eevvceeieeeeeeennn, .03 . 28
AOC Travel Rate Guidelines.............ccoovi e 7.0 24, 25
See also........... 8.03 . 27, 29, 36, 37
Approval to Travel........cccccoceeiiiies i, 8.03 4
Arranging for Travel .........cccccceeeees v, B.03 . i 4,5
International............ccooooiiiiiiiiin i, 8.03 .. 3,5,9,17,18
OUt-Of-State ........uuuviiiiiiiiiiiiiiis v 8.03....... 3,5,9-11, 13, 17, 18, 40
Business Meal Expense Guidelines................ 8.05. i 2-12
Business-Related Travel by a Contractor......... .03 e 14, 15
SAMPLE Business-Related Meal form ............ .05 . 12
Exception Request for Lodging Form.................. B.03 39
Out-of-State Travel Request Form.. . 803 40
Purchased / Reimbursed-using court credlt card....8 03 31
RESEIVALIONS ......ccvvviiiiiiiiiiiiiiiiiiiee e 8.03 . 5,9
Travel Reimbursement Claims..... .....ccccvvvviiinnnnnnn. 8.03 4, 9-11, 17, 23, 25, 29, 30-33
Travel Reimbursement Claim Form.................. 803 30-33
TaX WaIVET ....ccoeeeiiiiiiiieeees et e e eeeeeeens 8.03 .. 35
Unallowable EXPENSES..........cuvvvviiiier wevvveiieeiiiieeeieeneee, 8.03 25-27
Alcoholic Beverages........cccccev covveeeeeeeeeeeiiinnnnnn, B.03 ., 28
Personal Telephone Charges. ......cccccccvvveeeeenn. 8.03 . 28
Surface Transportation in Lieu of Air Travel ..... B.03 ., 26
VehiCle USe......ccoiiiiiiiiiiiiiiiiieees i 8.03 . 23
Annual Certification to Use Privately Owned
VeRniCIeS......cooveeiiiies e 8.03 . 38
Motor Vehicle Liability Program Coverage ....... B.03 i, 8, 15-21
Personal Vehicle Mileage ...... .cccooovvvveiiiiinnnnnnn. 8.03 i 9, 23, 24, 37
Trial Court.....ooooiiiiiii 8.03 . 23,24
Travel ProCceduresS ..o e B.03 . 22,24
THAL COUN . e 1.0 i 2-6, 8-12
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Authority to Establish Bank Accounts .................. 13.01 e 3
Budget Development Activities .... ....cccceevveeeeieeennnns A0L . 17
Budget Evaluation............cccccceeeies vovvviiiiiiiie e, A0L oo 17
Budget Planning..........cooovuuiiiiiinns veviiiiiiiineeeeeeee 401, 17
Duties and Responsibilities of ...... ....cccccevviiieinnnnnn, 101 11, 12
Funding, Sources of..........cceeeiiies ceviviiiiiiieee e, 401 5-9
Funds, Loan of .......c.coooviiiiiiiii 8020 13
Independence and Accountability ......................... 2.01 e, 4
Operating Standards..........ccccvvvvvr coveeeeeeeeeeiieenn 101 2,12
Trial Court Financial Services (TCFS).......ccccceevvieeeeeee. 1.01 9
Trial Court Improvement Fund .......... c.ccccceeeiviieeinennnn, 101 10
Seealso........... 301 7
Seealso........... 401 oo 57
Trial Court Operations — Program 10 .........ccccceeeeeeeee. 2.02 . 14
Seealso........... 401 .o 18
Seealso........... 801 . 14, 15
Seealso.......... 1201 i 7
Establishment Outside the County Treasury........ 13.01 i 12
Deposits Made by the Judicial Council ................ 13.01 i 6
Trial Court Organization ............cccoeees vevvveiiiiiiiiieeeeeeee, 101, 2-14
Internal Control Standards for ..... ....cooevveiiviiinnnnnn. 2.02 i, 10, 11
Trial Court Position Management System.................4.03............coo i, 5,6
Trial Court Revenue Distribution Manual................... 10.01 e 5
Trial Court Trust Fund ... i, 301 5-7
See also ........... 401, 5-7, 10, 11, 21
Trial Court Vehicle USe .......ccoooiiiiiiiiiis 8.03 23,24
2 (Two) Percent Automation Fund Revenues ............. 401 oo 7

gnallowable Business EXpenses............cccovveeeiiennnnn. B.05. i 11
Uniform Civil Filling Fee............ccooiiiiiiiiiii e 1001 4,5
Mendor INVOICE ProCesSiNg ..........uevvvervmumrmvinniiinnninnnns .01 . 2-15
ACCOUNt COAING...uuiiiiiiiiiiiiiiiie e 801 .o 11
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Accounts Payable .........ccccccceeeiiiieeiieeeeee e 801 oo 2-4,6, 7-11
Batching INVOICES........ccoviiiiiiiiiie e 801 ., 11,12
Document Matching .........cccoeviieiiiiiieiiciie e B.0L. oo, 8
Document ROULING .......coeuvuiiiiiiieeeiieeeiiiie e 801 . 5-7
INVOICES .. B.0L o, 5-7
Related DoCUMENtS.........vevviiiiiiiiieieceeee e, B.0L. i, 5-7
Errors on INVOICES ......cvvviiviiiiieeeeeeeeeeeee e 801 9-11
Internal Revenue Service Form 1099 MISC .......... B.0L ., 5
Payment ... 801 13,14
AAVANCE ..coeiieii e B.0L. 13
Y o] o] 0 )V 1 S 0 1 14
AUthOriZzation...........cooviiii e, B.0L..i e, 7
Final. ..o .01 i 13
MIlESIONE ..coeiece e, B.0L.. 13
Partial .......coueiiiiieie e B.0L. i 13
Progress ... 801 . 13
TOIMS o .01 13,14
Preparing Invoices for Processing ........cccccoeeeeeeeeee. 801 ., 7
Problem ResOIUtiON..........coeiiiviiiieceeeeeeeeee, B.0L i, 9,10
Record Retention ..........covvviiiiiii e B.0L. i 15
Reviewing Invoices for ACCUracy ........cccccvevveeeeeeen. .01 . 8,9
Three Point MatCh.........ccoooviiiiiiiiiee, B.0L e 8
Vendor RECOIAS .......ocvviiiiieeieeeeeeeee e B.0L .o, 4,5
Verbatim Reporting ........cooovvvvviiiiiiieeeeeeeeiee e .02 i, 2
Voided CheCKS .....coveiieieie e, 1301, 9
VOoid TranSaCtioNS .........uviviviiiiiiiceie e 10.02.cuiiiiieeeeee e 13
Warrants ................................................................ 1201, 4,5
WAITANLY oeeiiiiiiie e 701, 5,10, 17,21
See also ........... 7.03.cciiiennns 5,11, 20, 21, 24-26
Written Authorization of New or Reclassified Positions 4.03..........ccciviiiiiiiiiiie s 7
Xear End
Encumbrances at........ccooooeiiiiiiiiiiii e B.02 . i, 5
Expenditure Accrual...........cccoeevieeeiiiiiiiiiiiiieee e, 5.02 e 10, 11
Revenue ACCrual.........coooovuiiiiiiiiiie e 5.02 e 10
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